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5. ORGANIZATIONAL TITLE OF POSITION (if any) * 6. NAME OF EMPLOYEE ‘ 4
Environmental Protection Specialist Matthew Klasen
7. ORGANIZATION (give complete organizational breakdown) - .
.. U.S.ENVIRONMENTAL PROTEGTION AGENCY o e. Analytical Products Branch
p. Office of Environmental Information - . Washington, DC
c. Office of Information Analysis and Access t g A ,
d. Environmental Analysis Division ) " . Organization Code 28422000
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- Extramural Resources Management Duties Checklist

This checklist must be used with all PDs to identify the percentage.of time an employee is engaged in duties related to managing
contracts, grants, cooperative agreements, and interagency agreements. For positions requiring performance of these duties for 25%
or more of the employees time, in addition to this checklist, such duties must also be described in the body (major duties area) of the

PD.

Employee Information

Name  Matthew Klasen
Position Number

Titte  Environmental Protection Spec

Percentage of Time Spent on Extramural Resources
Management

This position has no extramural resources
management responsibilities. -

X Total extramural resources management duties
" occupy less than'25% of time.

Total extramural resources management duties
occupy 25% to 50% of time. These duties are
indicated below and described in the position
description.

Obtains funding committments

Prepares procurement requests

Writes statements of work

Reviews statements of work

Processes unsolicited proposals
Responds to pre-award inquiries
Participates in pre-award conferences
Conducts technical evaluation of proposals
Participates in debriefing/protests

Other (lists)

Post-award:

Prepares delivery orders
X Reviews contractor work plans .
Lx Reviews contractor progress reports
Monitors government-furnished property

X Monitors cost, management, and overall technical
performance of contract after award

Series/Grade  GS-0028-11 Total extramural resources management duties
occupy more than 50% of time. These duties are
indicated below and described in the position

_ description.

Organization _ OEI/OIAA/JEAD/APB

When this checklist is used as an end4menyto a position describtiop, the following signatures are required:

Supervisors Signature /)% W . _ .Date /7 7/ oY V4

‘ 7 J A /
Personnel Specialist's Signat@ %&44( Date Q / ( / 0/]/
77 yid L
: ‘ v ' . o
Part 1. Contracts Management Duties
‘ b4 Monitors management and performance of
" Pre-award: delivery orders/work assignments after award
Plans Procurements X Defines scope of work for work assignments )
Estimates Costs Approves payment requests of ACH drawdowns

Manages cost-reimbursement contracts

X Reviews invoices

X Inspects and accepts deliverables
Other (list)

Close-out:

'Writes reports on contractor performance, costs,
and tasks performed .
Reconciles payments with work performance.
Closes-out payments
‘Performs cost accounting
Provides assistance to Contracting. Officer in
settling claims S
Other (list)

-
.

Percentage of Time Spent on Contracts Management

15 . %

Continued|

~
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.Part 2. Grants/Cooperative Agreements Duties

L TR

\Pre-application/Application:

Prepares solicitation for proposals

Identifies potential grantees for area of program
emphasis

Makes initial determinations (whether projectis
procurement or assistance, whether agency has
legal authority, whether applicant is eligible,
whether funding is available, etc.)

- Provides administrative information to applicants

_ Determines appropriateness of applicant’s
workplan/activities/budget and compliance with

regulations and guidelines and negotiates changes
with applicant’

Assists applicant in resolving issues in application
For cooperative agreement, determines substantial
Federal involvement and develops a condition for -
agreement

Negotiates level of funding

Conducts site visits to evaluate program capability
Serves as resource to Selection Panel
_____Informs applicants of funding decisions

T Other (list) .

Awa rd:

Prepares funding package, including Decision
Memorandum .
Obtains concurrences/approvals

Reviews/concurs in completed document

Establishes project file

Other (lis;)

Project Ménagement/Administration:

Monitors recipient’s activities and progress
Reviews reports and deliverables and notifies

recipient of comments .
Provides technical assistance to recipients

Part 3. Interagency Agreements Duties

Pre-Agreement:

Plans and negotiates work effort

Estimates costs

. Obtains funding commitments

Prepares commitment notice

Writes or reviews scope of work

Responds to pre-agreement inquiries
Participates in pre-agreement conferences
Coordinates with appropriate staff in developing
Independent Government Cost Estimates (IGEs)

~Negot|ates and ensures execution of Superfund

- State Contracts (Superfund only)

Performs technical evaluation of work plan and
budget ’

Prepares funding package and obtalns necessary
concurrences

Other (list)

' Project Management/Administration:

Reviews progress reports/financial reports

This is an ‘official’ document generated from the eOPF system.
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Advises Grants Management Office of potential
problems/issues
Participates in decisions/actions to ensure

successful project completion and in decisions to
impose sanctions

Approves payments requests or ACH drawdowns
Reviews requests for modifications, additional
funding, etc., and makes recommendations to
Grants Management Office

Negotiatés amendments

Reviews Cost/Price/Analysis for recipient
contracts/change orders (Superfund only)

When necessary, recommends termination of the
agreement

Resolves with Grants Management Office
administrative and financial issues

Conducts periodic reviews to ensure compliance
with agreement

Other (list) ‘,

Close-out:

Certifies deliverables were satisfactory and timely
Provides assistance to recipients and Grants
Management Office to ensure timely close-out
Reconciles payment with work performed

Notifies recipient of close-out requirements

Obtains legal assistance if necessary to resolve
incomplete close-out

If project is audited, responds to issues and ensures
recipient complies with audit recommendations
Other (list) .

Percenfage of Time Spént on Grants/Cooperative
Agreements Management

0 %

Monitors cost management and overall technical
performance

Participates in decisions about project
modification/termination

Conducts periodic review of Superfund State
Contracts payments receipts (Superfund only)
Inspects and accepts deliverables

Other (list)

Close-out:

r

Reviews final report
Decides on disbursement of equipment

~ Reconciles payments with work performed

"Reviews Superfund State Contracts to ensure full -
reimbursement (Superfund only)

Certifies deliverables

Resolves close-out issues with Grants Management
Office/other agency
Other (list)

’

Percentage of Time Spent on Interagency Agreements
Management:

0 %




ROUTING AND TRANSMITTAL SLIP

Dateo,

07/15/08

TO: (Name, office symbol, room number,
building, Agency/Post)

1. Guy Tomassoni

Initials -

Date

> ./,/7/b§

2. Nancy Wentworth

7‘/17/067(

3. Mike Flynn

4. Colleen Baggett

71[ 11,7747

5_Dorig Thompson O b T&ed‘b

6. Team Vegas

7. :
8.
9.
10. . : ~
-| Action [ 1| File [ ]| Note and Retum
Approval ||| For Clearance Per Conversation
As Requested . For Correction Prepare Reply
Circulate . For Your Information [D See Me,
— | Comment Investigate Signature
Coordination . . Justify . |
REMARKS .

Title Change for Matthew Klasen (Reassignment)

DO NOT use this form as a RECORD of approvals, concurrences, disposals,

clearances, and similar actions
FROM: (Name, org. symbol, Agency/Post) '
Colleen Baggoett OEVOIAA/JEAD

Room No. - Bldg.
53

22E

Phone No.

(202) 566-0611
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Environmental Protection Specialist
GS-028 - {

INTRODUCTION

This position is located in the Office of Environmental Information: (OEI), Office of Informatmn
- Analysis and Access (OIAA), Envxronmental Analysis Division (EAD), Analytical Products .
Branch (APB).

Office of the Assistant Administrator for Environmental Information and Chief Information
Officer (OEI) — OEI supports the Agency’s mission by integrating high-quality environmental
information to make it useful for informing decisions, improving information analyses,
documenting performance, and measuring success. OEI, in consultation with its many internal
and external stakeholders and partners, establishes and oversees information policies and
procedures to address the concerns of local state, and federal government agencies; tribes; the
regulated community; interest groups; the general public; and EPA managers and staff.

Office of Information Analysis and Access (OJAA) - OIAA under the supervision of an Office

Director (OD) and Deputy OD, is responsible for the development and implementation of
policies for improving public access to environmental information. It serves as the Agency focal |
point for issues related to information access.

Environmental Analysis Division (EAD) — EAD, under the supervision of a Director, is the
Agency focal point for developing relationships and 1mportant partnerships in areas such as:
indicator development and reportmg, health analysis and access, electronic tool and application
design, liazard assessment, emerging science and technology assessment, statistical consultation,
and economic analysis.

Analytical Products Branch (APB) — APB, under the supervxs1on of a Chief, is the. Agency focal
point for indicator development and reporting support services, analysis to understand the
relationship between environment and health, and analytical tool design. This position supports
environmental indicator development and reporting.and other high-visibility, high-priority
projects including EPA’s Report on the Environment and the Commission for Env1ronmental
Cooperation (CEC) State of North America report.

MAJOR DUTIES AND RESPONéIBILITIES

The incumbent serves as an environmental protection specialist that helps evaluate.the
effectiveness of information access programs and the productivity and efficiency of the
management of Federal agencies. In this capaclty, the mcumbent performs the following duties
and responsibilities:

This is an ‘official’ document generated from the eOPF system. 9 7 ;
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e Assistsin the development, execution, and momtormg of environmental protéction plans

[

and programs, and the development and review of related work assrgnments and other
fequests for proposals

 Reviews, analyzes and recommends modifications to plans to implement various
provisions of Federal environmental standards, inter-agency and international |
“agreements, and Agency- priorities. , >

Maintains continuous awareness of environmental issués.and policies and scientific
developments nationally and internationally.

‘Develops and analyzes data for use in the geographical display'of information and
development of repotts for distribution within and outside EPA.

e "Works with Agency programs to devélop and review envrronmental indicators that aré
g scientifically credible, appropriate, and effectlve for use in communications and decision-

making. . ) i

e Prepares and dehvers bneﬁngs -Coordinates input from. pro_lect collaborators and
- presents to mtemal management and peers.

e, Reviews, analyzes and coordinates preparation. of summanes, progress reports, and ‘
framework documents highlighting information and issues pertammg to reporting of -/
envxronmental condltlons and trends. ,

e Assistsin the development of papers and other products.. Manages peer review of draft
products and coordinates submission of final products for, publication in Joumals and for
use at professronal meetings and symposiums.

o Performs other duties as assigned.

L
)
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FACTOR 1: Knowledge Required by the Position Level 1-7 * 1250 points

Knowledge of a wide range of qualitative and/or quantitative methods forthe
assessment and improvement of program effectiveness or the improvement of complex:
.management processes and systems. Knowledge of the range of administrative laws,
policies, regulations, and precedents applicable to the administration of one or more
important public programs. Knowledge of agency program goals and objectives, the
sequence and timing of key program events and milestones, and methods of evaluating
the worth of program accomplishments. Skill to plan, organize, and direct team study
work to to negotiate effectively with management to accept and implement
recommendations where the proposals involve substantial agency resources, require
extensive changes in established procedures, or may be in conflict with the desires of the.
activity studied. ’ '

FACTOR 2: Supervisory Controls Level 2-4 450 ﬁbints

The supervisor provides administrative analysis and evaluation of programs and.
issues, the employee is subject to administrative and policy direction concerning overall
project priorities and objectives. Direction may be delegated responsibility-and authority
to plan, schedule, and carry out major projects concerned with the analysis and evaluation
of programs or organizational effectiveness. Analyses, evaluations and recommendations
developed by the employee are normally reviewed by management officials for

effectiveness in meeting the requested requirements.
FACTOR 3: Guidelines Level 3-3' 275 points

Guidelines consist of basic administrative policy statements concerning the issue
or problem being studied, and may include reference.to pertinent legislative history,
related court decisions, state and local laws or.policy ,or policy initiatives of agency
management.* The employee uses judgment and discretion in determining intent, and in
interpreting and revising existing policy and regulatory guidance for use by others within
or outsidé the employing organization. - :

FACTOR 4: Complexity Level 4-4 225 points

” Analyzes interrelated issues of effectiveness, efficiency, efficiency and
productivity of substantive mission-oriented programs. Develops detailed plans, goals,
and objectives for the implementation and administration of the program, and/or develops
criteria for evaluating the effectiveness of the program. Decisions concerning planning,
organizing and conducting studies are complicated by conflicting program goals and
objectives. Assignments are complicated by the need to deal with subjective concepts,
the quality and quiantity of actions are measurable primarily in predictive terms,-and
findings and conclusions are highly subjective and not readily susceptible to verifica tion
through replication of study methods or reevaluation of results. Options,
recommendations, and conclusions take into account and give appropriate weight to .

3
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uicertainties about the data and other variables which affect long-range program
performance. ‘ .

FACTOR 5:.Scope and Effect - - Level 5-3: ' 1’50 points

., Anazlyzes and evaluates major administrative aspects of substantive mission-
oriented programs. Develops long-range program plans, goals, objectives, and
milestones or evaluates the effectiveniess of programs conducted throughout an agency, or
a regional structure of equivalent scope. Identifies and develops ways to resolve
problems or cope with issues'which directly affect the accomplishment of principal
program goals and objectives. Develops new ways to resolve major administrative
problems or plans the most significant administrative and management aspects of*
professional or scientific programs. Develops administrative regulations or guidelines for
the conduct of program operations or new criteria for measuring program )
accomplishments. . : - ‘

FACTOR 6: Personal Contacts Level 6-3 60 points,

Contacts are with persons outside the agency which may include consultants,
Contractors, or business executives in a moderately unstructured setting. Contacts may
also include the head of the employing agency or program officials several managerial
Jevels removed from the employee when such contacts occur on an ad-hoc basis.

FACTOR 7: Purpose of Contacts Level 7-2. 60 points

The purpose of contacts is to justify or settle matters involving significant or
controversial issues; e.g., recommendations affecting major programs, dealing with’
Substantial expenditures, or significantly changing the nature and scope of organizations.
FACTOR 8 Physical Demands Level 8-1 " 5 points

The work is primarily sedentary, although some slight physical effort may be
required.

FACTOR 9: Work Environment Level 9-1 5 points

Work is t}"pically perférmed in an adequately lighted and climate controlled
Office. May require occasional travel.

TOTAL POINTS =2470

4
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